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Fi nanci al Admi ni stration
FI SCAL YEAR 2005 CLOSEQUT PROCEDURES FOR DRM

1. PURPCSE. To prescribe installation policies and concepts,
responsi bilities, and procedures for fiscal year-end control and
utilization of Fiscal Year 2005 (FYO5) resources.

2. REFERENCES.

a. DFAS-IN Regulation 37-1, Finance and Accounting Policy
| mpl enent ati on, January 2000.

b. DFAS-1IN Manual 37-100-05, the Army Managenent Structure
(AVB) .

c. XVIII Airborne Corps and Fort Bragg Regul ation 715-1,
6 Novenber 1998, Fort Bragg Acquisition Instructions.

3. APPLICABILITY. This standard operating procedure (SOP) is
applicable to all I MA programdirectors and those tenant and
satellite units for which Fort Bragg provi des budget support
and/ or mai ntains accounting records. The installation’s goals
are:

a. To achieve effective utilization of avail able resources in
accordance with programdirector and installation planned
progr ans.

b. To control funds within limts set forth in I MA On-Line
(ra).

c. To control civilian expenditures within the Cvilian Pay
Pl an ( CPP)

d. To submt year-end financial accounting reports supported
by 100 percent valid obligations, unliquidated obligations, and
di sbur senent s.

e. To plan for and execute additional year-end funds should
t hey becone avail abl e.



4. POLI C ES.

a. Bldg. #2-1120, O ver Conference Room (OCR - 3" floor) is
the central point fromwhich Fort Bragg's resources wll be
controlled during year-end closeout. The Director Resource
Managenment for IMA will chair the WPBAC. Attendees are listed in
Appendi x A.  The FYO5 year-end financial closeout wll be
or gani zed, planned, coordinated, and controlled by the DRM

b. Certification authority at Fort Bragg has been del egat ed
to the various programdirectors. Fund control will be
centralized by the DRM when fund utilization rates indicate a
trend toward ot her than optimum obligations. These provisions
are in accordance with DFAS-IN Reg 37-1 and will be instituted at
the direction of the Garrison Conmander. Program Directors wl|
ensure that all commtnents and obligations are posted up-to-date
as of 31 August 2005 and that the open comm tnent docunents have
been reconciled to the unobligated comm tnment bal ance. Begi nning
1 Septenber 05, commtnents and obligations will be recorded on a
dai |l y basi s.

c. Distribution of funds received after 31 August 2005 w ||
be controlled by the DRM The WPBAC wi Il reconmend reprogramm ng
to meet high priority requirenments to neet the installation
goal s.

d. The Rone DFAS Field Site Systens Ofice ICWDRM is
responsi bl e for coordinating and finalizing the Financial Systens
Aut omat ed Data Processing (ADP) Schedule, for coordinating with
1112'" Signal Battalion, Information Systens Service (1SSC), to
ensure the Defense Information Systens Agency Joint Operational
Facility (DI SA JOF) gives financial systens the necessary
priority to get reports out as schedul ed, for nonitoring status
of production, and for resolving apparent system probl ens
identified by users. Only DRM systens personnel are authorized
to contact Systenms Anal ysis Branch to check on status, add/delete
reports, delay reports, or change the nunber of copies of printed
reports.

e. Programdirectors and DRM wi |l submt Data Base
Comm tting Accounting System (dbCAS) and | MA On-Line (IQL)
requirenents to the DRM systens for inclusion in the ADP schedul e
by 1 August 2005. Requests for changes to the Product Control
Tabl e (PCT) to acconmodate program directors and higher
headquarters gui dance wll be coordinated through the Ronme DFAS
Field Site. DRMw Il provide input data to Rone DFAS Field Site
by the tinmes shown on the schedul e.

f. Operation and Mai ntenance, Arny (OMA); U. S. Arny Training
and Doctrine Command ( TRADOC) and Arny Fam |y Housing (AFH)
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funded | ocal purchase itens are not sinultaneously obligated
until the contracting officer executes an order and the executed
order is processed through STANFI NS.

g. Fiscal year-end managenent of funds distributed by DRMto
programdirectors and activities requires 100 percent utilization
as early as possible. Any funds which cannot be obligated as
distributed will be reported as excess to the DRM for
redi stribution. Funds received the |ast two weeks of the fiscal
year will be centrally managed in coordination with the program
directors. In order to utilize year-end funds provi ded by
I nstal | ati on Managenent Agency (IMA), U. S. Arny Training and
Doctri ne Command ( TRADOC), Cadet Command, the installation wll
be postured in such a nmanner to denonstrate the capability to
rapidly execute the year-end funds. This will be acconplished
t hrough devel opnent of unfinanced requirenent lists (UFR s) and
preparation of solicitations (subject to availability of funds)
for approved UFR s itenms. Programdirectors and activities wll
ensure that these docunents are mai ntained for quick processing,
as funds becone avail abl e.

h. Programdirectors and activities may be required to
develop UFR lists for their own activities. DRMw || publish
detailed requirenents for the UFR lists if required.

(1) High dollar value, easily manageabl e, and execut abl e
items should be the core of the lists. The dollar requirenents
and itens will be identified by nethod of execution (i.e.,
contract and | ocal purchase).

(2) Itenms on the list nust be for valid FYO5 requirenents
and will be prioritized.

(3) The WPBAC wi |l present the recommended UFR lists to
the command group for approval. Changes to UFR such as additions
or deletions (buyouts) will be coordinated and approved in the
same manner as the original lists. The DRMw Il call for
periodi ¢ updates of the UFR |ist when needed to neet Installation
Managenent Agency (1 MA) requirenents.

i. On Saturday, 24 Septenber 2005, programdirectors, DOC

and DRM personnel will neet in the Aver Conf Room Bl dg. 2-1120
at atinme TBD . Al docunents necessary to execute funds wll be
brought to the A ver Conf Room All supply, financial, and data
processi ng personnel necessary to execute last mnute funds w |
be avail able on 30 Septenber 2005. The DRMw Il coordi nate and
announce when the | ast FYO5 transacti ons have been conpl eted and
when personnel will be rel eased.



j. Capabilities of 10L/dbCAS as required will be used by
program di rect ors whenever possible to neet SOP requirenents
relating to commtnents and unobligated commtnents. Program

directors using dbCAS will create and mai ntai n backup copies
(magnetic nedia) of final FYO5 dbCAS files. Programdirectors
will ensure that final dbCAS SI obligations are received by the

dbCAS Adm nistrator by date TBD and all docunents are processed
t hrough | MA On-Li ne date TBD.

k. Representatives fromthe DRM and DFAS Field Site-Rone in
the nonth of Septenber will plan to conduct a conference call at
atime and place TBD i f required.

5. RESPONSI BI LI TI ES
a. The DRM wi |l ensure:

(1) Funding ceilings/targets are prepared and distri buted
to applicable programdirectors within 24 hours fromreceipt of
funds from hi gher headquarters by using dbCAS and | QL.

(2) The year-end UFR lists are consol i dat ed.

(3) DFAS Field Site Rone is furnished docunentation on
changes to funded rei nbursenents and direct funds.

(4) The daily obligation rate by budget programis
revi ewed during August and Septenber. Renaining bal ances are
verified with programdirectors and expl anati ons obtai ned for
surges or slippages in fund utilization.

(5) Centralized control of additional funds, received
after 12 Sep, is maintained. (The WPBAC will reconmend
reprogrammng within to meet high priority requirenents.)

(6) The year-end cl oseout plan is adhered to and reasons
for variance are docunent ed.

(7) Programdirectors maintain current UFR |ists.
(8) Status of funds chart is naintained.
(9) The WPBAC is briefed each Thursday, if required,
begi nning 11 August 2005 on the status of funds and progress on

t he year-end cl oseout pl an.

(10) Situation Reports (SITREPS) are provided to the
Garrison Commander and Deputy Garrison Comander on an as
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requi red weekly basis during the period 15 August to 30 Septenber
2005.

(11) The armount of additional funds that can be utilized
is determ ned and coordinated with hi gher headquarters. The
programdirectors will be properly postured with the
docunent ati on necessary to execute obligation actions if funds
are made avail abl e.

(12) Fund status and execution plan reviews are conducted
individually with each responsi ble programdirector at | east
twi ce during the period 1-30 Septenber 2005.

(13) All MXDs will be processed through dbCAS and 1OL. No
pre-approval is required fromDRM However, all MOD s nust be
reversed as soon as possible during the nonth of Cct.

(14) Sel ected DRM personnel after closing out their
accounts; may be sent to DPWto assist with their year-end cl ose.

(15) Send one person (if necessary) to Ronme DFAS Field
Site to coordinate close out procedures. Start date for this
tasking will be coordinated in the July IPR

(16) Starting 8 Aug and 12 Sep 2005, reviews ("one on
ones") are conducted as needed with each business center and to
assess their fiscal posture and accounting procedures. Final
reviews will be conducted 26 through 30 Sep. Exact dates will be
announced at the WPBAC.

(17) The Financial Analyst/System Teamfor | NMA will
provi de specific guidance for update of the APC Master File.

b. The DFAS Field Site will ensure that:

(1) Al unliquidated obligations are reviewed with program
directors to ensure validity and to verify the accuracy of
recorded amounts. The DFAS Field Site, will coordinate review
date of unliquidated obligations with programdirectors and
conplete during the nmonth of August. Obligation adjustnments and
cancel lations resulting fromthe reviews will be processed
pronptly. Starting 5 Septenber 2005, DFAS Field Site will notify
programdirectors of any DFAS Field Site adjustnents affecting
obligations prior to processing the blocks of transactions. DFAS
Field Site will coordi nate General Fund Anal ysis and Exception
Li sting adjustnments with programdirectors. This permts program
directors to assure that a conmtnment is recorded and funds are
totally utilized.



(2) Programdirectors are furnished the Accounts
Recei vabl e Status Reports - Funded (PCN AVK-120), Automatic (PCN
AVK-117) and O her Sales (PCN AVK-123) weekly. (These reports
will assist the programdirectors in reconciling reinbursable
prograns.)

(3) Al valid orders, requisitions, earnings, paynents,
I iquidating actions and coll ections through 30 Septenber 2005,
i ncluding transactions by others and interfund billings received
prior to 1600 hours, 26 Septenber 2005, are recorded and are
reflected in the reports on a tinely basis. Oders and earnings
for cash collections (surcharge) will be processed daily during
t he period 1-30 Septenber 2005.

(4) Reconciliations of deposit funds and ot her suspense
accounts are perforned.

(5) Qutstanding cash advances for confidential expenditures
are returned on a collection voucher as an appropriation refund.
This return will be nmade not | ater than 10 days subsequent to the
recei pt of authority to expend funds of the new fiscal year.

(6) Any adjustnents to obligations/funding required on 1
Cct ober 05 must be approved by the DRM before faxing to the DFAS
Field Site.

(7) Oders received bal ances for any open accounts
recei vable are adjusted to earnings plus any associ at ed
undel i vered orders bal ances.

(8) Witten notification is provided to the Resource Manager
of all outstanding discrepancies relevant to year-end certified
reports. The DFAS Field Site, in conjunction with the DRM w ||
val idate and certify all final year-end financial reports prior
to subm ssion to higher headquarters.

(9) oligation docunent transmttals, coordinated by program
directors with DFAS Field Site-Ronme, will be processed even
t hough received by DFAS Field Site after the normal 1130 hours
daily cutoff during year-end.

(10) dosing general journal postings are acconplished the
day or cycle after DRM cl oses out. Entries posted by the DFAS
Field Site-ROVE will be coordinated with the DRM and status of
current year funds will be verified before the final financial
cycle is execut ed.

(11) Funding totals posted to the Accounts Receivabl e
Subl edger (SL) and to the Ceneral Ledger (G.) are reviewed.
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DFAS Field Site-Rone wll coordinate G adjustnents wth the DRM
Budget O ficer.

(12) ISBinterfund bills will be processed through date TBD.

(13) Proper interface is maintained between DOL, STANFI NS,
| MA On-line, the Defense Cvilian Payroll System (DCPS), and Arny
Food Managenent Info System (AFM S).

(14) NLT 8 August 2005, contact Directorate of Information
Managenent (DOM to review procedures (obtain names and phone
nunbers for key personnel) for rectifying conmputer and equi pnent
failures during nonduty hours, 5 Septenber - 7 Cctober 2005 in
order to ensure the absolute mninmumdelay in providing crucial
managenment reports to users.

(15) Conputer scheduling with DOMis coordi nated. As
necessary during the period 5 Septenber - 7 October 2005,
detailed daily financial automated systens schedul es are
prepared, coordi nated, and distri but ed.

(16) Year-end systens changes are inplenented and al
affected sections are fully informed of the changes.

(17) The dbCAS and I OL are used as a managenent tool to
broadcast tinmely system status during August and Septenber 2005.

c. Programdirectors will ensure that:

(1) Base operations UFR lists are prepared and submtted
NLT 11 July 2005 as discussed in par. 4h. above. Any changes to
UFR s are reported to the DRM (Prograns Team.

(2) Any funding conmtted but not obligated on or before
12 Septenber 2005, will be reported to the WPBAC for necessary
action.

(3) Any funds progranmed for recurring or nonrecurring
requi renents that do not materialize or for which obligations
cannot be incurred prior to 19 Septenber 2005 nust be reported
i medi ately to the DRM for appropriate reprogramrmng action in
accordance with prescribed policies.

(4) Funds are utilized within the avail abl e bal ances of
obligation targets for all purposes or are reported as excess to
the DRM Funded obligation targets will not be exceeded wi thout
prior approval of the WPBAC. Approved changes to your obligation
authority and funds will be obligated to neet the bona fide needs
of FYO05.



(5) Estimated costs of travel, per diem and other
aut hori zed expenses reflected on Tenporary Duty (TDY) travel
requests are reasonably accurate and are based on current rate
schedul es. Travel orders nust be approved and travel comrences
in FYO5 to be an FYO5 obligation and this obligation should be in
the accounting records prior to end of year close out.

(6) Projects should be identified and coordinated with the
appropriate directorate/activities and DOC as early as possible.
Directorate/activities should visit the DOC website at
www. bragg. arnmy. m | / ww«+ doc and click on “Governnment Users” for
nore information concerning requirenment subm ssion. The | atest
dates for subm ssion of projects to the appropriate business
centers/units are as follows:

(a) Construction Contracts:
$0 - $2,000 Units use GPC with DPW
approval on DD Form 4283
$2,000. 01 - $100,000 NLT: 12 Sep 05
G eater than $100,000 NLT: 25 Apr 05

(b) Service Contracts: GSA purchases
$0 - $100, 000 NLT: 12 Aug 05
G eater than $100, 000 NLT: 29 Jul 05
Open Mar ket :
$2,500. 01 - $25, 000 NLT: 29 Jul 05
$25, 000. 01 - $100, 000 NLT: 29 Jul 05
Greater than $100, 000 NLT: 25 Apr 05
(c) Supply Contracts (except I T or Furniture)
$0 - $2,500 Units use GPC
GSA:

$2,500.01 — Unlimted NLT: 12 Aug 05

Open Mar ket :

$2,500. 01 - $25, 000 NLT: 29 Jul 05
$25, 000. 01 -$100, 000 NLT: 29 Jul 05
G eater than $100,000 NLT: 25 Apr 05

(d) Furniture:
UNI COR wai ver and three witten GSA
Quotes attached or UNI COR quote and two
written GSA quot es:

Unlimted Anmount NLT: 12 Aug 05
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(e) Information Technology (I1T) Equipnent:
ADPE, Word Processors, Non tactical Radios, Copiers, Facsimles,
Pagers, Cellul ar Tel ephones, and sone Tel ephone Equi pnent (refer
to DOM MJ Number 10-99 dated 7 Sep 99 for itens that may be
purchased with the GPC).

GSA/ Requirenments Contracts (wth all
appl i cabl e approval s and wai vers attached:
NLT: 28 Aug 05

Open Market (wth all applicable approvals
and wai vers attached):

$2,500. 01 - $25, 000 NLT: 29 Jul 05
$25, 000. 01 - $100, 000 NLT: 29 Jul 05
G eater than $100, 000 NLT: 25 Apr 05

(NOTE: The 1112th Signal Battalion nust receive all |IT purchases
requests at | east 15 days prior to DOC s cutoff date). Purchase
Requests to be processed after their correspondi ng dates (as
above) will be coordinated with the applicable DOC Team Leader
prior to input into Aquiline, to determine if procurenent action
can be acconplished prior to 30 Septenber 2005. Once approval is
obt ai ned from Team Leader, custoners nust enter the requirenent
into Acquiline. If approved, the appropriate team|eader (Team 1,
Pat Ni xon (for DPWcustoners); Team 2, Cheryl Nixon (all other
custoners)) nust receive Acquiline purchase requests within 2
days from approval date. Purchase requests received nore than 2
days after approval date nmay be returned w thout action. DA Form

3953s will only be accepted in certain circunstances and nust be
approved by the appropriate teamleader. |If accepted, the
custoner must provide all docunmentation and will be required to

input the information into Acquiline using a DOC provided
conput er.

(7) The STANFINS Non Stock Fund Orders and Payabl es
Report are reviewed in August (31 July 2005 report) and Septenber
(31 August 2005 report) to identify invalid obligations. The
report is annotated and forwarded to the DFAS Field Site or
processed through ICL. Invalid obligations will be deobligated.

(8) Funds are being used as docunented on DA Form 3953,
Pur chase Request and Commitnent, by daily review of bulk
certifications (for other than supplies), obligation authorities,
fund citations, and reinbursable orders placed with other
installations and activities.

(9) Purchase requests, bulk certification requests
(other than supplies), travel requests, etc., are pronptly
certified and rel eased when funds are avail abl e.



(10) Begi nning Septenber 2005, programdirectors will be
notified by the DFAS Field Site by APC of any adjustnents of a
contract or reinbursable order affecting direct and/or
rei nmbursabl e obligations, upward or downward, prior to processing
bl ocks for obligation/deobligation.

(11) Personnel are assigned as representatives to the
A ver Conference Room Bl dg. 2-1120. Representatives will neet, as
requi red, weekly, 11 August - 9 Septenber 2005 and, as required,
daily, 12-30 Septenber 2005

(12) Alisting of all unobligated commtnents is
mai nt ai ned and conti nuously updated throughout the nonth of
Sept enber.

(13) Detailed fund control |edgers continue to be
mai nt ai ned t hrough 30 Sept enber 2005.

(14) Al unobligated commtnents are reconciled on a
daily basis during the nonth of Septenber.

(15) New FY0O6 APCs are submitted to DFAS Field Site-
Rone for updating the APC Master File after guidance received
fromHQS | MA date to TBD

(16) Al transmttals of obligation docunents that can
not be input into dbCAS or I CL should be faxed or express nuail ed
to DFAS Field Site-Ronme. However, any adjustnents required on
1 Cctober 05 nust be approved by | MA-DRM first.

(17) A copy of Material Inspection and Receiving Report
(DD Form 250) for direct deliveries of bulk Petroleum O ls and
Lubricants (POL) from Defense Fuels Supply Center is hand carried
(i1f on Fort Bragg) or faxed or express nmailed (if outside
Fayetteville) to the TBD on daily obligation transmttal
begi nning 12 Septenber 2005. Normal bul k POL deliveries should
be progranmed in such a manner to cover usage through 30
Septenber, but yet allow for the tinely subm ssion of the DD Form
250s NLT 19 Septenber 2005. Only energency deliveries will be
processed during the period 29-30 Septenber 2005 with the |ast DD
Form 250 for FYO5 delivered to the DRM not | ater than 0800,
1 Cct ober 2005.

(18) Al off-post activities are notified and required
to furnish obligating docunents to the major programdirector
having fund control responsibility prior to COB 12 Septenber
2005. Wen actual obligation docunent cannot be furnished, a MOD
will be submitted to the DRM NLT 1130, 5 Septenber 2005.

-10 -



DRM YEC SOP FYO05

(19) During the period 15-30 Septenber 2005, docunents
are hand carried to the extent practical through supply and
procurenment to ensure maxi numutilization of funds.

(20) Rei nbursable orders are reviewed for validity and
adj usted beginning 1 Septenber 2005. O ders with questionable
bal ances are to be referred to the WPBAC. Wekly Cost by ACB
(PCN AVK-142), Accounts Receivable Status Report Funded (PCN
AVK-120), Automatic (PCN AVK-117), and Ot her Sal es (PCN AVK-123)
are to be furnished to the DFAS Field Site reflecting those
rei nbursabl e orders which are to be reduced to actual earnings
and which are to have unfilled anpbunts. Those having unfilled
orders are to be annotated with the APC that will reflect CSR
anounts in FY0O4. The annotated reports will be furnished to the
DRM NLT 12 Septenber 2005. Reinbursable Orders wll be
cl osed-out NLT 19 Septenber 2005 except those for which orders
and earnings may be affected by any contracts awarded on
30 Septenber 2005. Oders do not need to be adjusted to
earni ngs. Undelivered Orders nust equal Unfilled Orders, i.e.
obligations | ess accruals equal orders less earnings. Unfilled
orders and rei nbursable CSRs nust be in agreenent. MODs for
outstanding Mlitary Interdepartnental Purchase Requests (M PR
(DD 448) will be submtted to the DFAS Field Site NLT 1130 on
19 Sept enber 2005.

(21) oligation docunent transmittals to DFAS Field
Site are not batched, but are transmtted daily in order to
spread workl oad and to provide tinely update of financial
managenent systens data. Docunentation for all non-dbCAS and | CL
actions that will result in obligation of FYO5 funds is furnished
by transmttal letter to the DFAS Field Site, by the initial
cutoff of 1130, 12 Septenber 2005, all cost transfers between
detail activity accounts are transmtted to the DFAS Field Site.

(22) Followups are nmade to ensure that travel vouchers
for all conpleted travel are filed prior to 30 Septenber 2005
i ncludes settl enment of advances and any known adjustnents such as
cancel | ati ons, anendnents, etc.

(23) MPRs are reviewed for validity. MPRs are closed
out NLT 19 Septenber 2005 to the full est extent possible.
Unobl i gat ed anpbunts at 30 Septenber 2005 cannot be carried
forward to FYO6.

(24) Receiving reports are furnished to DFAS Field Site
by 30 Septenber 2005 for all supplies/services received in FYO5.

(25) The year-end buy requisitions are recorded in the

docunent registers of the requisitioning activities on a daily
basi s.

-11 -



(26) Effective 12 Septenber 2005 all MODs will be
submtted to the responsi bl e budget anal yst.

(27) Processing of POL credit card purchases will be
through the last cycle. DOL does not have control of the input
since DFSC took over. Directorates and Activities nmust work with
t heir personnel who use POL and coordinate fuel usage and i nput
of a MOD.

(28) Routine requests for transportation requiring a
Government Bill of Lading (GBL) should be processed by activities
through their programdirector to DOL, Transportation D vision,
NLT 23 Sept enber 2005.

(29) Vvalid MAN User Identification and Domain for
receiving systemstatus are provided to the DRM by 11 August
2005.

(30) TDA property book hol ders provide fixed asset
reporting data to DFAS Field Site-Ronme, NLT 12 August 2005 with
updat ed data NLT 5 Septenber 2005.

(31) Al cash collections are posted to Funded
Rei mbur senent Account (FRA) Comm tnent Ledgers prior to being
deposited. Programdirectors will obtain increased obligation
authority as necessary to ensure collections does not exceed FRA
obligation authority.

(32) Upon issuance of a Continuing Resolution Authority
(CRA) appropriation of funds, notification of availability of
funds is hand carried to the DOC within 2 workdays.

(33) The final cutoff date for cost transfers between
activity accounts is NLT 1130, 26 Septenber 2005. Program
directors nust coordinate these cost transfers between activities
to ensure funds are available. Al cost transfer must have a
di sbursenent. Any cost transfers required after this date nust be
revi ewed by DRM

(34) Al FYOO records should be cleared not |ater than
20 June 2005. They will be closed as of 30 Septenber 2005 and
funds di sbursed after 30 Septenber 2005 will be FY06 funds.

(35) The CARE systemhas the flexibility to allow CHs to
sel ect a specific accounting line to attach to a specific
transaction. On 1 Cct 05, US Bank will duplicate all FYO5 |ines
of accounting in CARE to FYO6. Billing account statenents are
fromthe tinme period of the 24 of the nonth (SEP 05) to the 23d
of the month (OCT 05). RMs could allow CHs to select the FY05

-12 -
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line or the FYO6 line to attach to purchases made throughout the
23 Cct 05 Billing Statenent. This would all ow purchases to be
made through 30 Sep 05. The purchases m ght not post until 3
Cct, but the CH would be able to attach the FYO5 |ine of
accounting rather than the CARE system automatically attaching
the FYO6 line of accounting to all purchases posting after

1 Cct 05.

US Bank | eaves these dual accounting |ines available in CARE for
approximately 6 nonths follow ng the FY change. This would al so
allowa CHto attach a FYO5 accounting line to a purchase that

m ght have been ordered in m d-Septenber, but not have posted
until NOV 05. Since both Iines are available, it would allow for
proper funds allocation/identification.

(36) PAYROLL: The last payroll cycle for FYO5 is
schedul ed for 15 Sep for payroll period ending 3 Sep. The cycle
wll create a MO covering basic payroll through 30 Sep. Program
directors and budget analysts will need to MOD overtinme, step
I ncreases, new personnel, pronotions and awards covering the
period 4-30 Sep 05.

(a) FYO5 awards should be submitted by 13 Sep to
assure they are reflected as FYO5 funds.

(b) Changes of FY06 APC and/or accounting
classification of enployee s payroll charges should al so be
furnished to the CPAC Custoner Service Representative (CSR) by
dated to TBD.

d. The DOL will ensure that:

(1) Al TISA issues (OMA) and receipts, other than
direct deliveries to Winack Arny Medical Center, are processed
NLT 1600 each Friday during Septenber 2005.

(2) DRMIMA is inforned of the tinme scheduled to switch
the FAS systemover to FYO6 for the installation punps.

e. The DOC will ensure that:

(1) Purchase requests outstanding as of correspondi ng
dates are reviewed for determ nation of which purchase actions
can be conpleted prior to 30 Septenber 2005.

(2) The use of Purchase Order |nvoice Voucher (SF 44) is
di sconti nued as of 2 Septenber 2005 except for aviation in-flight
use, and for exercises/operations, and energencies. For ordering
of ficers who can call in obligation anmounts, programdirectors
can adjust obligation balances as required. The SF 44 wll be

-13-



delivered to the DFAS Field Site by 1400, 9 Septenber 2005.

| ssuance of SF 44 to satisfy energency requirenents for repair
and mai ntenance of U S. Arny Reserve Centers after 9 Septenber
2005 will be coordinated with the applicable programdirector for
fund control. Copies of credit card vouchers and SF 44's wll be
provi ded to the applicable programdirectors.

(3) Acquiline shall be utilized to determ ne outstanding
procurenent docunent status. |If Program Directors do not have
access to Acquiline they should contact the DOC Acquiline PCC at
396- 4362, Ext 219.

f. DPWw Il ensure that: The Information Financial System
(I'FS) last supply and financial cycles are processed on
19 Septenber 2005. Final data is furnished to ISSC for IFS to
ensure input to STANFINS NLT 20 Sept enber 2005.

g. Commander, 1112th Signal Battalion will ensure that:
(1) Key DA M operations personnel are on duty or
avai | abl e during periods of intensive managenent to ensure
ef fective conputer operations and conmuni cati ons.

(2) The MAN is available to support |ocal closeout
procedures and broadcast tinely system status.

h. The DRM w |l coordinate with the Directorates and
activities to devel op and consolidate UFR |i sts.

i. The certification of year end reports will be in
accordance w th gui dance received from HQS | VA

(1 MSE- BRG RMO Tel  6-5910)

JAVES A. DECA
Di rector, Resource Managenent

DI STRI BUTI ON:
B, D E
20 - DRM
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DRM YEC SOP FYO05

APPENDI X A
YEAR END PROGRAM BUDGET ADVOSI RY COWM TTEE ATTENDEES
1. Directorate Resource Managenent
2. Directorate of Mrale, Wlfare and Recreation
3 Directorate of Public Wrks
4. Directorate of Logistics
5 Directorate of Plans, Training, & Mbilization
6. Directorate of Contracting
7. Chief, Internal Review Ofice
8. Directorate of Information Managenent
9. Installation AG

10. Directorate of Energency Services
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| MSE- BRG- RMO 15 Mar 04

VEMORANDUM FOR SEE DI STRI BUTI ON

SUBJECT: Fiscal Year 05 Year End Cl ose Standard QOperating
Procedures (SOP)

1. Attached is the FYO5 Year-End C ose (YEC) SOP for DRM

2. Every effort has been made to ensure the conpleteness of this
docunent. However, due to the conplexity and nunber of agencies
involved in year-end close, certain om ssions were inevitable.

3. As the end of the year approaches and further guidelines are
defi nabl e, updates and changes to this SOP will be issued through

e-mail. Special arrangenents will be nade for those agencies
W thout e-mail capabilities.

4. POC i s Deborah Burke, 6-5910, EXT 203.

JAMES A. DECA
Di rector, Resource Managenent

DI STRI BUTI ON:
B, D E
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